










































































INSTRUCTION PAGE

PART 1 - Pre-Approval for PCS in the recruitment/reassignment package
Requesting managers complete Part 1 and the appropriate Manager Intake Form; submit both to assigned HR Servicing Team.

- Initiated by (Requesting Manager): Self-Explanatory
- Competency: Self-Explanatory

- Phone Number: Self-Explanatory

- Date Prepared: Self-Explanatory

RELOCATION BACKGROUND

- | have considered relocation incentive and recruitment bonus as an alternative to PCS? Yes/No (pick one)
- Type of Relocation: CONUS to OCONUS or OCONUS to CONUS
- Length of Assignment (number of years and/or months): Self-Explanatory
- Type of Funding: Project Direct or Overhead
- Type of Employee Location: Project Direct or Overhead
- If embedded, sponsor sends funding to: SSCLANT/Tech (pick one)
- Type of Work: Detailed explanation including whether this position will be embedded and, if so, what organization and in what capacity.
- - Describe in detail what the work involves and what the duties entail.
- (01B use only) Review by Director of Management Operations Complete: Recommend PCS be authorized/Recommend PCS not be authorized
(pick one)

PRE-APPROVAL (To include PCS in recruitment or reassignment package)

- Executive Director (Printed Name): Self-Explanatory
- Date: Self-Explanatory
- Signature: Self-Explanatory

PART 2 - Overview for PCS Travel Orders
The PCS Travel Coordinator completes Part 2 of this form and submits it with the Travel Orders for the Commanding Officer's Review.

- PCS Travel Order Number: From PCS Orders

- Selection's Background: Filled out by PCS Travel Coordinator

- Discussion (Entitlements, issues, risks, etc.): Filled out by PCS Travel Coordinator
- Recommendation: Filled out by PCS Travel Coordinator

ADDITIONAL FORM INFORMATION

- Purpose of Form: PCS Pre-Approval Point Paper
- Form Preparation: Supervisor of Record

- Form Copies: 1

- Form Submission: Competency 811

- Form Location: SSC LANT Forms Library
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SAMPLE

INSTRUCTION PAGE

. DESCRIPTOR NUMBER: HRO assigns.
. BILLET ID NUMBER (BIN): HRO submits BIN request. Manpower Management Office provides.
. UIC: Options: 65236 / 69250 / 68561 / 50250
. PAYROLL COST CENTER: Organization code plus '0'. Example: 81110/811100
EMPLOYEE NAME: Self-Explanatory
. ORG CODE: 5 digit organization code.
. POSITION TITLE: SSC STRL prescribed. (See Below Chart)
- DoD requires the use of OPM titles.
- - Utilize IT specific titles for 2210 series.
- - - IT Project Manager (No specialty parenthetical added) Note: This OPM title not used under STRL.
- - - Supv IT Project Manager (No specialty parenthetical added) Note: This OPM title not used under STRL.
- - - Supv IT Specialist (Insert 1 or 2 parenthetical titles)
- - - IT Specialist (Insert 1 or 2 parenthetical titles)
- --- 8upv IT Specialist and IT Specialist parenthetical titles: (Applications Software) or (APPS) / (Customer Support) or (CUSTSPT) /
(Data Management) or (DATAMGMT) / (Enterprise Architecture) or (ENTRARCH) / (Internet) or (INET) / (Operating Systems) or (OS) /
(Network Services) or (NETWORK) / (Policy and Planning) or (PLCYPLN)
- - Security: In accordance with DoD8570.01 IAWF positions performing IA functions insert: (INFOSEC)/
(Systems Administration) or (SYSADMIN) / (Systems Analysis or (SYSANALYSIS)
8. CAREER PATH/SERIES/PAY BAND: SSC STRL prescribed. (See Below Chart)
9. FULL PERFORMANCE LEVEL: Position FPL.
10. ORGANIZATION NAME: Department of Navy / SPAWARSYSCEN Atlantic
11. ORGANIZATION NAME: Tier 1
12. ORGANIZATION NAME: Tier 2
13. ORGANIZATION NAME: Tier 3
14. ORGANIZATION NAME: Tier 4
15. ORGANIZATION NAME: Tier 5
16. DUTY STATION:
- Insert the Geolocation (GEOLOC) Code / City / State.
- - Example: 452464019 SPAWAR, SC
- - Must utilize the GEQLOC where employee sits majority of time.
- - LANT Facility GEOLOCs and correct City / State are located in PD Library:
hitps://wiki.spawar.navy.mil/confluence/spaces/viewspace.action?key=SSCAPD
- - Non-LANT Facility GEOLOCs and correct City / State are located in OPM Duty Station Locater: https://apps.opm.gov/dsfls/
- - - GEOLOCs are also located in PD Library.
- Those employees that meet the criteria for Remote or Embedded based on the definition, required to provide additional information in Field 34,
- - Embedded: Employee sits in a Customer/Sponsor site majority of time.
- - Remote: Employee does not sit in a Customer/Sponsor site majority of time and is not covered by an approved Telework Agreement.
17. CLEARANCE REQUIRED: Determined by Position Sensitivity (See Below Chart)
- Highest designation level required by incumbent's specific duties.
- Not required to be the same as employee access.
- Employee must be eligible to meet the Clearance Required on the PD to access information at that level.
18. POSITION SENSITIVITY: (See Below Chart)
- Any position designated in which the occupant could bring about, by virtue of the nature of the position, a materially adverse effect on
national security.
- National security position designation.
- - Nonsensitive (Student and/or under 18)
- - Nongritical
- = Critical
- - Special Sensitive with SCI
- - Note: Utilize Position Designation Taol (PDT) to determine position security level:
https:/iwww.opm.gov/investigations/background-investigations/position-designation-tool
19. DAWIA CRITICAL POSITION CODE: Select when applicable.
- Critical Acquisition Position: Attach Acquisition Position Designation Sheet
20. DAWIA CAREER LEVEL: Select when applicable.
21. DAWIA CATEGORY: Select when applicable.
22, SPECIALTY CODE AREA:
- Each billet will be assigned a two-digit Cyber Code in accordance with SECNAV 5239-M manual.
- 2210 positions: '00'is not a valid code.
- COG guidance: https://wiki.spawar.navy.mil/confluence/pages/viewpage.action?pageld=146081696
- Forward questions to: ssclant_cswi@navy.mil
23. CYBER PROFICIENCY LEVEL:
- Proficiency Level will be based on GS equivalency.
- COG guidance: https://wiki.spawar.navy.mil/confluence/pages/viewpage.action?pageld=146081696
- Forward questions to: ssclant_cswf@navy.mil

NDO O A WN -
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SAMPLE

POSITION TITLES AND CAREER PATH/SERIES/BAND CHART

Science and Engineering (ND)

0403
0810
0893
1340
1550

0802
1521

0028
0301
0510
1040
1221
1712
2030

0086
0312
0361
2131

0180 0401
0807 0808
0858 0861
1321 1330
1520 1529
Technician (NR)
0021 0404
1341 1371
Analytical (NO)
0018 0020
0201 0260
0501 0505
1021 1035
1103 1150
1640 1670
2003 2010
2210 xx99
General Support (NG)
0019 0029
0305 0308
0350 0356
2005 2012
Supervisor (NM)
All Series

Position Sensitivity

Non-Sensitive (NS) N/A LANT
Non-Critical Sensitive (NCS)

Critical Sensitive (CS)

Special Sensitive

ADDITIONAL FORM INFORMATION
- Purpose of Form: Position Description

0408
0819
0896
1350
xx99

0809
1531

0080
0340
0511
1071
1222
1750
2032

0134
0318
0390
2135

0410
0830
1301
1360

0856
xx99

0089
0341
0560
1082
1316
1801
2050

0181
0322
0392
xx99

0413
0840
1306
1370

0895

0101
0342
0904
1083
1361
1810
2101

0203
0326
0394

0801
0850
1310
1386

1060

0132
0343
0905
1084
1410
1811
2130

0302
0332
05603

0803 0806
0854 0855
1313 1320
1501 1515
1162 1311
0170 0184
0346 0391
0950 1001
1101 1102
1412 1601
1910 2001
2150 2152
0303 0304
0335 0344
0525 0540

REQUIRED ALIGNMENT CHART

Clearance Required

Secret
Secret

Top Secret

Top Secret/ SCI

- Farm Preparation: Supervisor of Record

- Form Copies: 1
- Form Submission: Competency 811

- Form Location: SSC LANT Forms Library

Drug Test Required
No

No

Yes

Yes

SSCLANTPAC 12338/1 (Rev. 4/2017)
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vate:

FAIR LABOR STANDARDS ACT (FLSA) DETERMINATION SHEET
This form must be filed with the STRL Pay Band Descripter Cover Sheet.

5

CAREER PATH | SERIES | PAY BAND | EMPLOYEE NAME (Last, First, MI) or VACANT
|

COMPETENCY | POSITION NUMBER | DEPT. REQUEST # ' POSITION TITLE

responsibilities must be considered.

Note: The exemption criteria provided below are taken from 5 CFR Part 551 and have very specific meanings. Interpretation of these criteria with the overall intent and purpose of the position's

1. Executive Employee Exemption Criteria. (5 CFR 551.205) An executive employee is a
superviser or manager who manages an organizational unit with a continuing function and
customarily and regularly directs the work of subordinate employees and meets both of the
following characteristics.

CHECK THOSE THAT DESCRIBE THE EMPLOYEE'S ASSIGNMENTS AND PERFORMANCE.

Employee has authority to make personnel changes that include, but are not limited to

D selecting, removing, advancing in pay or promoting subordinate employees, or has authority
to suggest or recommend such actions with particular consideration given to these
suggestions and recommendations. ’

Employee customarily and regularly exercises discretion and independent judgment in

l:] activities such as work planning and organization, work assignment, direction, review and
evaluation and other aspects of management of subordinates, including personnel
administration.

REASONS FOR SELECTION(S) IN NUMBER 2

MHachment ¢

REASONS FOR SELECTION(S) IN NUMBER 1

. ministrative Employee £xemption Lri n agministrative employee
is an advisor or assistant to management, a representative of management or a specialistin a
management or general business function or supporting service. Exemption under this category
requires that the duties must be characterized by one of the criteria under the primary test duty
(PTD), one of the criteria under the non manual work text (NWT), and the criterion of discretion
and independent judgement test (DIJT).

SELECT ONE OR MORE OF THE FOLLOWING EXEMPTION CRITERION.

|:| Significantly affects the formulation or execution of management programs or policies, or

l:I Involves management or general business functional or supporting services of substantial
importance {o the organizations serviced, or

D Involves substantial participation in the executive or administrative functions of a
management official, and
Select either or both of the following exemption criteria.

D Work is office or other predominantly non-manual work and is intellectual and varied in
nature, or

I:I Work is office or other predominantly non-manual work and is of a specialized or technical
nature that requires considerable special training, experience and knowledge, and

Select the following exemption.

D The employee frequently exercises discretion and independent judgement under only general
supervision in performing the normal day to day work.

SPAWARSYSCENLANT 12312/7 (Rev. 05/13)

3. Professional Employee Exemption Criteria. (5 CFR 551.207) A professional employee is an
employee who meets at least one of the four PDT descriptors, the intellectual and varied in nature
test and the DIJT criteria. (Check those which are most characteristic of the employee's primary
duties and responsibilities.}

SELECT ONE OR MORE OF THE FOLLOWING FOUR EXEMPTION DESCRIPTORS.
Work requires knowledge in a field of science or learning customarily and characteristically
D acquired through education or training that meets the requirements for a bachelor's or higher
degree with major study in or pertinent to the specialized field as distinguished from general
education, or
Work being performed is comparable to that performed by professional employees, on the
D basis of specialized education or training and experience which provided both theoretical and
practical knowledge of the speciality, including knowledge of related disciplines and of new
developments in the field, or

D Work in a recognized field of artistic endeavor that is original or creative in nature and the
result of which depends on the invention, imagination or talent of the employee, or

Work that requires theoretical knowledge and practical application of highly-specialized
D knowledge in computer systems analysis, programming and software engineering or other
similar work in the computer field. To be credited, the work must consist of one or more of the
following:
(1) The application of system analysis techniques and procedures including consulting with
users to determine hardware, software or system functional specifications.
(2) The design, development, documentation, analysis, creation, testing or modification of
computer systems or programs including prototypes based on and related to user system
design specifications.
(3) The design, documentation, testing, creation or modification of computer programs
related to machine operating systems.
(4) A combination of the duties described in (1), (2) and (3) above, the performance of which
requires the same level of skills, and

Select this exemption descriptor.
D Work in predominately intellectual and varied in nature, requiring creative, analytical,
evaluative or interpretive thought processes for satisfactory thought processes, and

Select this exemption descriptor.

D The employee must frequently exercise discretion and independent judgement under only
general supervisor in performing normal, day to day work.

Page 10f3



REASONS FOR SELECTION(S) IN NUMBER 3

4. Foreign Exemption Criteria. (5 CFR 551.212) An employee who meets one of the two

following:

D The employee is permanently stationed in an exempt area and spends all hours of work in a
given work week in one or more exempt areas, or

D The employee is not permanently stationed in an exempt area but spends all hours of work in
a given work week in one or more exempt areas.

*Foreign exempt area means any foreign country or any territory under the jurisdiction of the
United States other than the following locations: A state of the United States, The District of
Columbia, Puerto Rico, The U.S. Virgin Islands, Quter continental shelf lands as defined in the
Quter Continental Shelf Lands Act (6 Stat. 462), American Samoa, Guam, Commonwealth of the
Northern Mariana Islands, Midway Atoll, Wake Island, Johnston Island and Palmyra.

REASONS FOR SELECTION(S) IN NUMBER 4

5. Certification of Duties Performed

The primary duties and responsibilities of the incumbent, as currently assigned and performed,
are correctly reflected in the STRL Pay Band Descriptor Cover Sheet to which the incumbent is
assigned.

6. FLSA Determination

Based on a comparison of the FLSA exemption criteria in 5 CFR 551.205-212 with the employee's
actual, primary duties and responsibilities and the intent and crganizational purpose of those
functions as shown above, this STRL position is determined to be exempt from coverage under
FLSA.

DECIDING OFFICIAL SIGNATURE

SPAWARSYSCENLANT 12312/7 (Rev. 05/13)
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SAMPLE

FAIR LABOR STANDARDS ACT (FLSA) DETERMINATION SHEET
This form must be filed with the STRL Pay Band Descriptor Cover Sheet.

EMPLOYEE NAME (Last, First, MI) or VACANT

| CAREER PATH l SERIES | PAY BAND
Doe, Jonathan R.

ND 1310 |03

COMPETENCY | POSITION NUMBER | DEPT. REQUEST # | POSITION TITLE
71000

Scientist

responsibilities must be considered.

Note: The exemption criteria provided below are taken from 5 CFR Part 551 and have very specific meanings. Interpretation of these criteria with the overall intent and purpose of the position’s

1. Executive Employee Exemption Criteria. (5 CFR 551.205) An executive employee is a
supervisor or manager who manages an organizational unit with a continuing function and
customarily and regularly directs the work of subordinate employees and mests both of the
following characteristics. 3

CHECK THOSE THAT DESCRIBE THE EMPLOYEE'S ASSIGNMENTS AND PERFORMANCE.

Employee has authority to make personnel changes that include, but are not limited to

D selecting, removing, advancing in pay or prometing subordinate employees, or has authority
to suggest or recommend such actions with particular consideration given to these
suggestions and recommendations.

Employee customarily and regularly exercises discretion and independent judgment in

D activities such as work planning and erganization, work assignment, direction, review and
evaluation and other aspects of management of subordinates, including personnel
administration.

REASONS FOR SELECTION(S) IN NUMBER 2

REASONS FOR SELECTION(S) IN NUMBER 1

2. Administrative Employee Exemption Criteria, (9 CFR 551.206) An administrative employee
is an advisor or assistant to management, a representative of management or a specialist in a
management or general business function or supperting service. Exemption under this category
requires that the duties must be characterized by one of the criteria under the primary test duty
(PTD), one of the criteria under the non manual work text (NWWT), and the criterion of discretion
and independent judgement test (DIJT). '

SELECT ONE OR MORE OF THE FOLLOWING EXEMPTION CRITERION.

[:] Significantly affects the formulation or execution of management programs or policies, or

|:| Involves management or general business functional or supporting services of substantial
importance to the organizations serviced, or

D Inveolves substantial participation in the executive or administrative functions of a
management official, and

Select either or both of the following exemption criteria.

D Work is office or other predominantly non-manual work and is intellectual and varied in
nature, or

D Work is office or other predominantly non-manual work and is of a specialized or technical
nature that requires considerable special fraining, experience and knowledge, and

Select the following exemption.

D The employee frequently exercises discretion and independent judgement under only general
supervision in performing the normal day to day work.

SPAWARSYSCENLANT 12312/7 (Rev. 05/13)

3. Professional Employee Exemption Criteria. (5 CFR 551.207) A professicnal employee is an
employee wheo meets at least one of the four PDT descriptors, the intellectual and varied in nature
test and the DIJT criteria. (Check those which are most characteristic of the employee's primary
duties and responsibilities.)

SELECT ONE OR MORE OF THE FOLLOWING FOUR EXEMPTION DESCRIPTORS.
Work requires knowledge in a field of science or learning customarily and characteristically
acquired through education or training that meets the requirements for a bachelor's or higher
degree with major study in or pertinent to the specialized field as distinguished from general
education, or
Work being performed is comparable to that performed by professional employees, on the
D basis of specialized education or training and experience which provided both theoretical and
practical knowledge of the speciality, including knowledge of related disciplines and of new
developments in the field, or

L—_-I Work in a recognized field of artistic endeavor that is original or creative in nature and the
result of which depends on the invention, imagination or talent of the employee, or

Work that requires theoretical knowledge and practical application of highly-specialized
D knowledge in computer systems analysis, programming and software engineering or other
similar work in the computer field. To be credited, the work must consist of one or more of the
following:
(1) The application of system analysis techniques and procedures including consulting with
users to determine hardware, software or system functional specifications.
(2) The design, development, documentation, analysis, creation, testing or modification of
computer systems or programs including prototypes based on and related to user system
design specifications.
(3) The design, documentation, testing, creation or modification of computer programs
related to machine operating systems.
(4) A combination of the duties described in (1), (2) and (3) above, the performance of which
requires the same level of skills, and

Select this exemption descriptor.
E] Work in predominately intellectual and varied in nature, requiring creative, analytical,
evaluative or interpretive thought processes for satisfactory thought processes, and

Select this exemption descriptor.

The employee must frequently exercise discretion and independent judgement under only
general supervisor in performing normal, day to day work.
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SAMPLE

REASONS FOR SELECTION(S) IN NUMBER 3

4. Foreign Exemption Criteria. (5 CFR 551.212) An employee who meets one of the two

following:

|:| The employee is permanently stationed in an exempt area and spends all hours of work in a
given work week in one or more exempt areas, or

D The employee is not permanently stationed in an exempt area but spends all hours of work in
a given work week in one or more exempt areas.

*Foreign exempt area means any foreign country or any territory under the jurisdiction of the
United States other than the following locations: A state of the United States, The District of
Columbia, Puerto Rico, The U.S. Virgin Islands, Outer continental shelf lands as defined in the
Outer Continental Shelf Lands Act (6 Stat. 462), American Samoa, Guam, Commonwealth of the
Northem Mariana Islands, Midway Atoll, Wake Island, Johnston Island and Palmyra.

REASONS FOR SELECTION(S) IN NUMBER 4

5. Certification of Duties Performed
The primary duties and responsibilities of the incumbent, as currently assigned and performed,

are correctly reflected in the STRL Pay Band Descriptor Cover Sheet to which the incumbent is
assigned.

6. FLSA Determination

Based on a comparison of the FLSA exemption criteria in 5 CFR 5§51.205-212 with the employee's
actual, primary duties and responsibilities and the intent and organizational purpose of those
functions as shown above, this STRL position is determined to be exempt from coverage under
FLSA.

DECIDING OFFICIAL SIGNATURE

SPAWARSYSCENLANT 12312/7 (Rev. 05/13)
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INSTRUCTION PAGE

CANDIDATE INFORMATION:
- Candidate Name: Self-Explanatory

- Career Path/Series/Grade: STRL prescribed career path/series/pay band. (See Below Position Chart)

- Position Title: STRL prescribed career path/series/pay band. (See Below Position Chart)

- RPA#: The Request for Personnel Action (RPA) is generated once the PMA creates the action in DCPDS.
- Education Level: Check the highest level of education completed for the candidate.

- Major: Indicate the degree of study for the highest level of education completed by the candidate. The degree of study must meet the qualifications
for the position/series.

- Years of Relevant Experience: Indicate the number of years of relevant experience the candidates has obtained.

TYPE OF ACTION: Check the type of action and the sub-category that applies based on definitions.
- New Hire: Candidate is not a current federal employee.

- - Non Contractor Hire: Candidate is not a current contractor.

- - Contractor Hire: Candidate is a current contractor.

- Reassignment/Transfer: Candidate is changing competencies/agencies.
- - Internal to SSC; Candidate is a current SSC employee.
- - External to SSC: Candidate is not a current SSC employee.

- Promotion: Candidate is moving from a lower grade to higher grade.
- Internal to SSC: Candidate is a current SSC employee.
- - External to SSC: Candidate is not a current SSC employee.

- Change to Lower Pay Band: Candidate is moving from a higher grade to a lower grade.
- - Internal to SSC: Candidate is a current SSC employee.
- - External to SSC: Candidate is not a current SSC employee.

- ACDP: Candidate is offered an Accelerated Compensation for Developmental Position based on the below Position Chart.
- - Percentage of Pay Increase: Self-Explanatory

SALARY INFORMATION: Non-federal employees; current salary reflects the following.
- Military: Includes Base Pay and Basic Allowance for Sustenance (BAS) only; does not include Basic Allowance for Housing (BAH)

- Contractor/Private Sector: Annual salary without incentives or overtime costs. Hourly rate is multiplied by 2087 for annual salary.

INTERNAL SALARY DATA FOR INCUMBENT(S) (Based on Base Salary):
- Average Salary: Average base salary of comparable incumbents.

- Number of Incumbents; Number of incumbents analyzed to retrieve salary data. The organization code analyzed should have at least 3 incumbents;
PMA will work with hiring manager to identify organization code(s) which reach a reasonable pool of incumbents.

- Lowest Salary in Pay Band: Within the organization code(s) analyzed, the lowest base salary of the incumbents.
- Highest Salary in Pay Band: Within the organization code(s) analyzed, the highest base salary of the incumbents.
- Average # of Years in Pay Band: Do not fill out. Data element not utilized.

OTHER INCENTIVES USED: Check appropriate incentive and indicate amount offered.

COMPENSATION JUSTIFICATION: Check appropriate boxes.
- Current/Previous Employee History:

- - Meets Minimum Position Levels

- - Exceeds Position Levels

- - Directly Related Experience

- - Possess Unique Skills Critical to Command

- Pay Factors for Consideration:
« Critical agency business need
- - Current salary/salary history
- - Relevant work experience
- - Education levels
- - Training
- - Competencies
- - Use of any/all of the 3 "Rs”
- - Related training licenses, certifications, etc.
- - Other

- Additional Reason(s) for Salary Compensation

APPROVALS: Refer to Delegation Matrix. Signature requirements are subject to change.

- Recommending Competency Official: (Required) First Line Supervisor

- Second Level Approving Official: (Optional) Utilized when competency implements internal process.
- Approving Official: (Required) Second Line Supervisor

- Higher Level Approving Official: (See Delegation Matrix) Executive Director

SSCLANTPAC 125321 (04/17) Page 2 of 3
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The structured interview is typically used to assess between four and six competencies, unless
the job is unique or at a high level. Some competencies (e.g., Oral Communication,
Interpersonal Skills) are particularly well-suited to assessment through an interview.

3. Choose the Interview Format and Develop Questions

The format of the interview can focus on candidates’ past behavior, their anticipated behavior in
hypothetical situations, or a combination of the two approaches. An interview based on
questions about past behaviors is a behavioral description interview, also known as a behavioral
event interview. An interview based on questions about hypothetical behavior is a situational
interview, In the remainder of this document, “behavioral interview” will refer to both the
behavioral description interview and the behavioral event interview.,

The interview format will determine how the interview questions are developed. The two
interview formats measure different aspects of job performance. Therefore, deciding which
format to use depends upon the needs and resources of the agency and on the other assessments
used. The agency may elect to include questions derived from both the behavioral- and
situational-interview formats.

Regardless of the format, the interview questions should be:

o Reflective of competencies derived from a job analysis
e Realistic of the responsibilities of the job

e Open-ended

e Clear and concise

e Atareading level appropriate for the candidates

e Free of jargon

Behavioral Interview Format and Questions. The primary purpose of the behavioral interview
is to gather information from job candidates about their actual behavior during past experiences
which demonstrates competencies required for the job. The underlying premise is the best
predictor of future behavior on the job is past behavior under similar circumstances.

For example, consider the competency, Interpersonal Skills, defined as: “shows understanding,
friendliness, courtesy, tact, empathy, concern, and politeness to others; develops and maintains
effective relationships with others; may include effectively dealing with individuals who are
difficult, hostile, or distressed; relates well to people from varied backgrounds and different
situations; is sensitive to cultural diversity, race, gender, disabilities, and other individual
differences.” This definition could lead to a behavioral interview question focused on a
candidate’s past behavior such as:

Describe a situation in which you dealt with individuals who were difficult,
hostile, or distressed. Who was involved? What specific actions did you take and
what was the result?

September 2008 U.S. Office of Personnel Management 6




Writing Behavioral Interview Questions. Convene a group of approximately six or seven
subject matter experts (SMEs). These SMEs should be experienced, high-performing employees
or supervisors who possess knowledge of the job at the level of the position to be filled.
Typically, SMEs are at the journey level or higher.

e Have SMEs familiarize themselves with the competencies (and their definitions) to be
measured by the interview.
e Have SMEs work together to write interview questions.

o Each question should measure at least one of the specified competencies.

o Each question should be written to elicit specific details about a situation, task, or
context, the actions the person took or did not take, and the impact of these
actions. :

e SMEs should use superlative adjectives in the questions (e.g., most, last, worst, least) to
help the candidate focus on specific incidents.

e SMESs should develop more questions than are actually needed to allow for subsequent
discarding of questions during review and tryout.

Situational Interview Format and Questions. In contrast to the behavioral interview, the
questions in a situational interview are based on future-oriented behavior. Situational interview
questions give the candidate realistic job scenarios or dilemmas and ask how he/she would
respond. The underlying premise is a person’s intentions are closely tied to his/her actual
behavior.

An example situational interview question for the competency Interpersonal Skills is:

A very angry client walks up to your desk. She says she was told your office sent
her an overdue check five days ago. She claims she has not received the check.
She says she has bills to pay, and no one will help her. How would you handle
this situation?

Writing Situational Interview Questions. Typically, the critical incident method, outlined
below, is used to write situational interview questions (Flanagan, 1954)3.

e Assemble a group of subject matter experts (SMEs) who have extensive knowledge about
the job.

e Have the SMEs review the competencies (and their definitions) to be measured by the
interview and the job tasks linked to the competencies.

e Have SMEs write examples of effective and ineffective behaviors (i.e., critical incidents)
which reflect the competencies and associated tasks.

o Arrange for a separate group of SMEs to read each critical incident and identify the
competency they believe the incident best illustrates.

o This will confirm whether the critical incidents can be clearly linked to the
specific competencies to which they are supposed to be linked.

3 Flanagan, I. C. (1954). The critical incident technique. Psychological Bulletin, 51,327-358.
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Ernficlency General Competencies Technieal Competencies
Level
e Applies the competency in difficult | e Applies the competency in difficult
situations. situations.
Level 3 - ; X : ; ; ;
g e Requires occasional guidance. e Requires occasional guidance.
Intermediate ;
e Demonstrates understanding of
: concepts and processes.
e Applies the competency in e Applies the competency in
Level 2 somewhat difficult situations. somewhat ditficult situations.
s e Requires frequent guidance. e Requires frequent guidance.
' e Demonstrates familiarity with
7 concepts and processes.
e Applies the competency in the e Applies the competency in the
simplest situations. simplest situations.
Level 1 - e Requires close and extensive e Requires close and extensive
Awareness guidance. guidance.
e Demonstrates awareness of
concepts and processes.

For a behavioral interview, develop example behaviors for each proficiency level of each
competency. The purpose of these example behaviors is to clearly differentiate between
proficiency levels for each competency. This will ease the rating process by giving interviewers
concrete behaviors to refer to as they are considering how proficient each candidate is on each
competency. The example behaviors will provide a common ﬂamewmk for assessing
candidates’ responses in a conmstent manner.

Subject matter experts (SMEs) should assist in developing the behavioral examples for each
behavioral interview question.

e Reconvene the panel of SMEs who developed the behavioral interview questions.

e For each question, have SMEs individually determine how actual employees at each
proficiency level would respond (i.e., what their answers would be).

o These hypothetical responses are behavioral examples for the proficiency levels.

e Have the SMEs discuss their behavioral examples.

o For each proficiency level, retain behavioral examples which the SMEs agree best reflect
the competency at that level.

e Instruct interviewers to use these behavioral examples as a general guide (not an
absolute) in making their ratings, as candidate’s responses may differ depending on their
unique experiences (Feild and Gatewood, 1989)*.

Table 2 presents an example behavioral interview rating scale for a question based on the
competency Interpersonal Skills. This rating scale has been supplemented with behavioral
examples to illustrate differences between the proficiency levels.

* Feild, H. S., & Gatewood, R. D. (1989). Development of a selection interview: A job content strategy. In Eder,
R. W. & Ferris, G. R. (Eds.), The employment interview: Theo; 'y, research, and practice (pp. 145-157). Newbury
Park, California: Sage Publications.
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Table 2: Example of a Behavioral Interview Question and Rating Scale

Competency: Interpersomal Skills
Definition: Shows understanding, friendliness, courtesy, tact, empathy, concern, and politeness to others;
develops and maintains effective relationships with others; may include effectively dealing with
individuals who are difficult, hostile, or distressed; relates well to people from varied backgrounds and
different situations; is sensitive to cultural diversity, race, gender, disabilities, and other individual

differences.

Question: Describe a situation in which you had to deal with individuals who were difficult, hostile,
or distressed. Who was involved? What specific actions did you take and what was the result?

Pr()ﬁ“l;:gl <y Definition Question-Specific Behavioral Examples
e  Applies the Presents shortcomings of a newly installed HR
competency in automation system in a tactful manner to irate senior
Level 5 e?(cegtionally difficult management officials. . '
Expert situations. Explains the beneﬁ?s of (_:ontroversml pthy c}}anges
e Serves as a key to a group of upset individuals at a public hearing.
resource and advises Ditfuses an emotionally charged meeting with external
others. stakeholders by expressing empathy for their concerns.
Facilitates an open forum to discuss employee
e Applies the concerns about a new compensation system.
competency in Builds on the ideas of others to foster cooperation
Level 4 considerably difficult during bargaining agreement negotiations.
Advanced situations. [dentifies and emphasizes common goals to promote
¢ Generally requires cooperation between HR and line staff,
little or no guidance. Identifies and alleviates sources of stress among a
' team developing a new automated HR system.
Restores a working relationship between angry co-
e Applies the workers who have opposing views.
competency in difficult Remains coulteous and tactful when confronted by an
Level 3 i ;
. situations, employee who is frustrated by a payroll problem.
Intermediate ; 5 : . : . ! .
e Requires occasional Establishes cooperative working relationships with
guidance. managers, so they are comfortable asking for advice
on HR issues. ;
e Applies the Offers to assist employees in resolving problems with
competency in their benefits election.
Level 2 somewhat difficult Works with other HR staff on a cross-functional team
Basic situations. to improve coordination of activities.
e Requires frequent Works with others to minimize disruptions to an
guidance. employee working under tight deadlines.
Refers employees to the appropriate staff member to
o  Applies the resolve their issues.
Level 1 competency in the _Works w.ith others in the HR office to organize
simplest situations. information for employee intervention sessions on
Awareness ; o s
¢ Requires close and controversial issues.
extensive guidance. Works with others to obtain employee concerns about
controversial policy changes.
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Table 4: Example Probes for Behavioral- and Situational-Interview Questions

Competency: Interpersonal Skills

Behavioral Interview Question:
Describe a situation in which you had
to deal with individuals who were
difficult, hostile, or distressed. Who
was involved? What specific actions
did you take and what was the result?

Behavioral Interview Probes:
Situation
e What factors led up to the situation?
e Could you or anyone else have done something
to prevent the situation?
e What did you determine as the most critical issue
to address in this situation?

Action :
e How did you respond?
¢ What was the most important factor you
considered in taking action?
o What is the first thing you did?

Outcome
e What was the outcome?
e [s there anything you would have said and/or
done differently?
e  Were there any benefits from the situation?

Situational Interview Question:

A very angry client walks up to your
desk. She says she was told your
office sent her an overdue check five
days ago. She claims she has not
received the check. She says she has
bills to pay, and no one will help her.
How would you handle this
situation?

Situational Interview Probes:
Situation
e Why do you believe this situation occurred?
e  What do you consider the most critical issue in
this situation?
e What other issues are of concern?

Action
e  What would you say?
e What is the first thing you would do?
e  What factors would affect your course of action?
e  What other actions could you take?

Outcome
e How do you think your action would be
received?

e What would you do if your action was not
received well?
e What do you consider as benefits of your action?
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Ineffective Incident Form

Job Title:

Competency:

Instructions:

Think back over the past year and describe an incident that should have been handled differently.
The incident must be related to your performance or the performance of a coworker on the job.
The incident may have involved people, facilities, information, or another item relevant to
performance on the job.

Recalling the incident, please answer the following questions:

1. What circumstances led to the incident? (Situation)

2. Whatdid you or your co-worker do that was ineffective at that time? (Action)

3. What were the effects of the actions? (Outcome)

4, What should have been done differently?
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Problem Solving: Tdentifies problems; determines accuracy and relevance of information; uses
sound judgment to generate and evaluate alternatives, and to make recommendations.

Proficiency
Rating
(choose

only one)

Proficiency Level Definition

Proficiency Level Behavioral Examples for Typical
HR Positions

Ol

The candidate can apply the
competency in the simplest
situations. The candidate requires
close and extensive guidance.

e Corrects simple problems with Health Benefits
Election forms.

¢ Identifies missing training forms from personnel
files.

o Reviews information justifying employee award
nominations for completeness.

d

The candidate can apply the
competency in somewhat difficult
situations, The candidate will
require frequent guidance.

e Determines the appropriate changes to employees’
official personnel folders in cases of marriage or
divorce.

e Recommends options for an employee who has no
accrued annual or sick leave and is adopting a
child.

o Suggests review process for vacancy
announcements to improve accuracy and clarity.

The candidate can apply the
competency in difficult situations.
The candidate may require
occasional guidance.

e Resolves classification issues by researching
precedent-setting case decisions.

e Analyzes relevant information to identify barriers
preventing participation in a mentoring program.

o Applies pay rules and regulations to resolve a pay-
setting dispute for a new employee.

04

The candidate can apply the
competency in considerably
difficult situations. The candidate
requires no guidance.

e Integrates a variety of strategic hiring flexibilities
to address recruitment and retention problems.

¢ [dentifies the immediate training needs of
employees to address customer complaints.

e Resolves union concerns about inconsistent
performance ratings across the organization by
implementing mandatory supervisory training,

o8

The candidate can apply the
competency in exceptionally
difficult situations. The candidate
has served as a key resource and
advised others.

e Analyzes and solves complex labor-management
disagreements involving vague and untested areas
of case law regarding working conditions.

¢ Resolves logistical problems associated with hiring
several thousand employees to meet a temporary
staffing need.

e Resolves projected shortages in critical occupations
by developing a comprehensive recruitment
program to include outreach, mentoring,
internships, and financial incentives.
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